. Uploading Multiple Contacts Using Excel
COVID-19 Community Team Outreach

Administrators will be given the ability to upload multiple contacts at once utilizing an Excel template:

Completing the Template

Utilize the template provided at the link on
the right to complete all the critical
information fields about your group of
contacts per the guidance outlined in the
Entering, Assigning, and Beginning
Monitoring job aid. Save your file as a .csv.

Note that any extra spaces or information in
this document will be interpreted as blank
contacts or errors by the system. Before
you submit a new spreadsheet, be certain
you have cleared ALL extra information
except column headers.

Uploading from Excel

This functionality will only be visible to users
designated as administrators within the CCTO
Tool. Please note that we do not recommend
using the “Import from Excel” button on the
Contacts Tab, as this will not allow you to
see where errors have occurred.

1. Navigate to the gearicon in the top right
corner and select “Advanced Settings.”

2. Click the dropdown arrow next to
“Settings" at the top of the screen. In the
menu that appears, select “Data
Management.”

3. Select “Imports” to view the “My Imports"”
screen.

4. Click “Import Data" at the top of the
screen to open the Import Wizard.

5. Click “Choose file" to upload your
completed .csv template. Click “Next."”

6. Click “Next."

7. Select “Default (Automatic Mapping)”
from the Data Map list and then click
“Next."

8. Select “Contact” from the dropdown and

note that the “Success"” message appears.

Click “Next" and proceed to the data
mapping process below.
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This file contains data validation restrictions. Please note you may use the
dropdowns provided for any fields that are not free text (e.g., gender,

header in the CD Manual, download the file labeled: 5.
Contact-Case Patient CCTO Tool Import Template (Excel).
Before upload, remember to save this file as a .CSV.
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https://testyourwell.nc.gov/cd/lhds/manuals/cd/coronavirus/CCTO_Entering%20A%20Contact.pdf?ver=1.0
https://testyourwell.nc.gov/cd/lhds/manuals/cd/coronavirus/CCTO_Entering%20A%20Contact.pdf?ver=1.0
https://epi.ncpublichealth.info/cd/lhds/manuals/cd/coronavirus.html
https://epi.ncpublichealth.info/cd/lhds/manuals/cd/coronavirus.html

. Uploading Multiple Contacts Using Excel
COVID-19 Community Team Outreach

Administrators will be given the ability to upload multiple contacts at once utilizing an Excel template:

Mapping and Submitting

Map Fields @ Hep Map Fields @
p Select the Microsoft Dynamics 365 record type and rﬂ;p ‘each source field to a target Microsoft Dynamics Select the Microsoft Dynamics 365 record type and map each source field to a target Microsoft Dynamics
385 field. We suggest that map all the required fields before you click Next. 365 field, We suggest that you map all the required fields before you click Next.

§ Map the unmapped fields, and then continue.

e N NN

Required Fields

Confirm that the “Source Fields" from
your .csv file have mapped as expected
to the “Dynamics 365 Fields.” Note that
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Click “Next" again.

Under “Allow Duplicates,” we suggest
choosing “Yes." If you choose ““No," any
duplicates detected, such as people with
a last name or birth date already
present in the system, may not be
uploaded.

Set an owner as appropriate.

If you wish, you can add a name for your
data map to save it as a default for
future imports.

Click “Submit” and then “Finish"” to close
the window.
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Review Settings and Import Data

Review the default settings, make the necessary changes, and submit the data for import.
Allow Duplicates
®hlo
Cies
Duplicate records will be determined based on the duplicate detection settings

in Microsoft Dynamics 365.

Select Owner for Imported Records

[
« Mary Moran
his user will own the imported records if the records do not contain owner

information or if the records cannot be assigned to the specified owners.

Data Map Name (optional)

Save this data map for future imports.
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Administrators will be given the ability to upload multiple contacts at once utilizing an Excel template:

Reviewing Import Results

1. After clicking “Finish" to close the
window, your new upload will be o + My Imports ~
immediately visible in the “My Imports” 9 e
Screen. )

X DELETE - = EMAILALINK | ~ Eﬁ, EXPORTTOEXCEL  ~ iy IMPORTDATA | -

Import Name Status Reaso.. | Successe..| Partial Failure..| Errors Total Pr.. | Created On { | Created By

Contacts Upload Template v1_Test.02.csy Completed 1 o 0 1 6/23/2020 3. Mary Moran

2. Note the status column. If the file is
large, you may need to refresh the page
until the status reads “Completed.”

Import Sour

Contacts Upload Template v1_Test.02.csv
ce File

3. If any errors occur, they will appear as

General Failures Success Partial Failure  Related
counts in the “Partial Failure" or “Errors”
columns. If you notice a nonzero value in = Contacts Uplood Templae v Test 0 v Completed
these columns, you can review what £ edn ey voron
occurred by clicking on your upload. o

4. Clicking on your upload produces a
profile screen that will allow you to drill A
into failures, successes, and partial
failures itemized on separate tabs.
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5. This example shows an error that can General Failures Success Partial Failure  Related
occur if duplicate detection is not turned Results
off and a new contact has the same full 8 successes 1 S
name as an existing contact. The new & pamat Faures 0
contact will not be uploaded. Please note Test Testing

that you should only attempt to re-
upload records (contacts) that have
failed and NOT the entire original file.
Re-uploading the original file may result
in duplicating successfully imported

records. 223 Jpioad Template vTest Ot.cov
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6. Successfully uploaded records will now
appear normally in the Contacts Tab,
assigned to the owner you selected
during upload.
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